
 

Licensing Sub-Committee Hearings 

New Premises and variations 

Procedure under the Licensing Act 2003 

 

Coronavirus (COVID-19) update 

 Due to the ongoing COVID-19 pandemic, the Licensing Sub-Committee has 1.

been unable to hold public meetings in person to determine applications and 

notices under the Licensing Act 2003. 

 The Council has now arranged under the Local Authorities (Coronavirus) 2.

(Flexibility of Local Authority Meetings) Regulations 2020, to hold all meetings 

of the Licensing Sub-Committee virtually using Zoom video conferencing.  

Virtual meetings: Introductory notes 

 Relevant parties to the hearing as defined by the Licensing Act 2003 (Hearings) 3.

Regulations 2005, will be able to participate in the meetings and address the 

Licensing Sub-Committee.  We have amended our procedure to include the 

following provisions in addition to the procedure set out below: 

 We will record the meetings and upload the recording to the Council’s website.  4.

Members of the public who are not a relevant party to the hearing because they 

have not submitted a representation, will be able to watch the hearing live at 

elmbridge.public-i.tv/core/portal/home. 

 The licensing team will continue to issue all relevant parties with a notice of 5.

hearing that complies with the requirements of the Licensing Act 2003 

(Hearings) Regulations 2005.  All parties should follow the instructions in the 

notice which includes informing the licensing authority if they will be attending 

the Zoom meeting. 

 The licensing team will contact all relevant parties separately by email with 6.

details of how to join the virtual Zoom meeting. 

https://elmbridge.public-i.tv/core/portal/home


 

 Relevant documents relating to the application to be considered by the sub-7.

committee are contained within the agenda which will be available on our 

website at mygov.elmbridge.gov.uk/ieListMeetings.aspx?CId=209&Year=0.  

 If a party is unable to attend the meeting for any reason, the licensing authority 8.

will 

a) Consider whether it is necessary in the public interest, to adjourn the 
hearing to another date or 

b) Hold the meeting in the party’s absence and consider any application, 
representation, or notice in their absence 

 At least 10 minutes before the meeting is scheduled to begin, relevant parties 9.

should log in using the details provided and be available for the relevant 

agenda item.  

 All parties will be held in a virtual waiting room until the agenda item is due to 10.

be heard. 

 At the relevant agenda item, the Chair of the Licensing Sub-Committee will 11.

invite all relevant parties to join the meeting online, at which point they will be 

able to connect by audio and video. 

 The hearing will be led by the Chair of the Licensing Sub-Committee following 12.

the hearing procedure below. 

 No documents will be shown online by any party during the virtual meeting. 13.

 If in advance of the hearing, any party wishes the sub-committee to take any 14.

additional information or document into account, we would advise they submit 

that information or document to the Licensing Team at least ten working days 

before the hearing.  This will ensure that it can be published as a 

supplementary agenda in advance of the hearing and made available on the 

council’s website for the public to view. 

 All parties must agree to additional information or documents being produced at 15.

the hearing.  If all parties do not agree, we will not allow the document or 

information to be produced.  

 If parties wish to see the information or document before giving consent: 16.

a) we will adjourn the meeting.   

b) we will change the online status of the meeting to: “Meeting adjourned 
until (time)” 

http://mygov.elmbridge.gov.uk/ieListMeetings.aspx?CId=209&Year=0


 

c) the party wishing to produce the document will email the document or 
information to the Licensing Officer 

d) the licensing officer will email the document or information to all other 
parties 

e) the parties will respond to the licensing officer by email either giving 
their consent or not 

f) If consent is given, the Licensing Officer will email the document or 
information to the Sub-Committee Clerk who will forward to the 
Members of the Sub-Committee. 

g) If consent is not given, the Sub-Committee will not take the information 
or document into account.  

h) The meeting will then be reconvened. 

 The audio and video link will be disabled at the end of the relevant agenda 17.

item.   

 The sub-committee will then reconvene remotely to consider their decision and 18.

will be accompanied by the Council’s Legal Representative.  The Sub-

Committee will usually reconvene immediately after the virtual meeting 

however, the Licensing Act 2003 (Hearings) Regulations 2005 allow the 

authority in certain circumstances, to make its determination within five working 

days of the last day of the hearing. We will inform all parties of the process we 

will follow before the meeting is adjourned.  

 We will notify all relevant parties of our decision in writing, usually within 5 19.

working days. 

 If Zoom video conferencing is not available before the meeting is due to start, 20.

or fails during the meeting, we will adjourn the hearing and arrange for the 

hearing to be held on a specified date. 

 If a party loses their internet connection during the hearing and has not had the 21.

opportunity to address the Sub-Committee or to be asked questions by its 

members, we will: 

a) consider whether it is necessary in the public interest, to adjourn the 
hearing to a specified date or  

b) to continue holding the hearing in the party’s absence.  



 

Licensing hearing procedure 

Principles 

 We will prepare a Licensing Sub-Committee agenda and we will make it 22.

available at the hearing and on our website. 

 No person, apart from members or officers of the Council where appropriate, 23.

shall be permitted to use audio or video equipment to record any part of the 

hearing. 

 The hearing will consist of a dialogue led by the Sub-Committee.  Cross 24.

examination will not normally be allowed. 

 Applicants or representors may attend the hearing and may be assisted or 25.

represented by any person whether or not that person is legally qualified. 

 At the discretion of the Chair, the Sub-Committee may place a time limit on all 26.

parties, provided that all parties are allowed an equal maximum period of time 

in which to exercise their rights to be heard. 

 Members of the Authority may ask any question of any party or other person 27.

appearing at the hearing. 

 Where there are a number of representors they shall be encouraged to appoint 28.

one representor to speak on behalf of them all to avoid repetition. 

 The Sub-Committee may consider documentary or other information produced 29.

by a party in support of their application or representation, either before the 

hearing or, with the consent of all the other parties, at the hearing. Please see 

introductory notes 11 to 14 above in respect of arrangements for a virtual 

hearing. 

 The Sub-Committee will disregard any evidence or discussion at the hearing 30.

which is not relevant to the application, representations or the licensing 

objectives. 

 The Authority may require any person attending the hearing who in their 31.

opinion is behaving in a disruptive manner to leave the hearing and may: 

a) refuse to permit that person to return, or 

b) permit that person to return only on such conditions as the Authority 

may specify. 



 

 The Sub-Committee will usually notify the parties to the hearing of their 32.

determination of the application immediately after their deliberations and this 

determination will be confirmed in writing to all parties.  

 If the determination is made following a virtual hearing, the Council will usually 33.

notify the relevant parties of the sub-committee’s decision with 5 working days 

of the hearing. 

 The Licensing Authority has no power to award costs to any party to the 34.

hearing. 

Procedure at the hearing 

 The Chair of the Sub-Committee will 35.

a) explain the procedure to be followed at the hearing 

b) introduce the members of the Sub-Committee and the officers present 

c) explain the purpose of the hearing 

d) request all relevant parties to the hearing to introduce themselves and 

to give the reason for their presence 

 The Licensing Officer will then introduce the application. 36.

 The applicant will then present their application.  This may include any 37.

submission by the applicant regarding the terms of the application for example, 

reduction of hours applied for, offers for conditions to be imposed by the Sub-

Committee etc. 

 Responsible Authorities will then present the grounds for their representations 38.

and at the same time may seek clarification on any points relating to the 

application. 

 Representors will then present the grounds for their representations and at the 39.

same time may seek clarification on any points relating to the application. 

 If a representor has sought written permission to allow another person to 40.

appear at the hearing on their behalf, they may ask permission from the Sub-

Committee for that person to speak as part of their submission.   

 Where the information given by such persons, or representors, is repetitive or 41.

similar, the Sub-Committee may decide not to hear evidence from all of those 

persons. 



 

 The Sub-Committee may then seek clarification from any relevant party 42.

regarding the application and the representations. 

 The Chair will invite the applicant to respond to the representations.  At this 43.

time, the applicant may submit any amendments to the application that they 

wish to make. 

 The Sub-Committee may then seek further clarification regarding any matters 44.

raised by either the applicant or representor or persons who have spoken as 

part of a representor’s submission. 

 The applicant may then make a short closing address. 45.

 Responsible authorities and representors may then make a short closing 46.

address. 

The determination 

 The Sub-Committee will withdraw with the Council’s Legal Officer and 47.

determine the application.   

 The Licensing Act 2003 (Hearings) Regulations 2005 allow the authority in 48.

certain circumstances, to make its determination within five working days of the 

last day of the hearing.  We will inform all parties of the process we will follow 

before the hearing is adjourned. 

 If the determination follows a virtual hearing, please see the paragraphs below. 49.

The Sub-Committee’s decision 

 We will then reconvene the meeting and the Chair will notify the parties present 50.

of the Sub-Committee’s decision.   

 If the Sub-Committee determines the TEN following a virtual hearing, we will 51.

not reconvene the meeting to notify the parties of the Sub-Committee’s 

decision. 

Notice of the decision 

 We will notify all relevant parties of our decision in writing, usually within 5 52.

working days of the decision. 


